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Policy completion rubric 

The completion rubric below contains specific instructions and requirements to update this template based on your school’s unique operational needs.

	Policy section
	Completion instruction

	No.
	Detail
	

	Entire policy
	a) All information reflected in grey italics may/will require updating.
b) Add any policy information applicable to your school that is not already included in this policy.
c) [bookmark: _heading=h.gjdgxs]Remove information that does not apply to your school.

	Cover page
	Insert your school logo.

	Policy footer
	a) Update the version number. Proper version control is a vital tool to ensure that the correct policy is in use at the school.
b) Update the school name.

	SECTION A – GENERAL

	4
	Revision history
	It is critical to update this section, as it ensures that all users apply the correct version of the policy. Any amendments made to the policy must be reflected in this section.

	7
	Purpose of the policy
	Update to reflect the actual purpose of the policy, if different from the information contained in this section.

	8
	Objectives of the policy
	Update to reflect the school’s own objectives, if different from the information contained in this section.

	10
	Legislative framework
	a) Update this framework to reflect any specific provincial legislation that may apply.
b) Update this framework as soon as any laws and/or regulations change.

	11.1
	Composition of the School Safety Committee
	a) Update to reflect the actual composition of the committee.
b) Use titles rather than names to prevent continuous policy updates.

	SECTION C – HEALTH

	1
	Smoking and vaping
	If smoking and vaping on the school premises is prohibited altogether, change this section to reflect the rule.

	2
	Illegal substances and alcohol
	Detail any specific programmes that form part of the school’s  intervention strategies.

	4
	Teenage pregnancy
	If the school has a separate policy on teenage pregnancy, merely cross-refer to such policy in this section.

	SECTION D – PROTECTION OF PERSONAL INFORMATION
	a) If this information is dealt with in another policy, update the reference.
b) If this information does not appear in any other policy, expand it to include the requirements of the POPI Act.

	Annexure A – Guidelines for the handling of incidents
	Reflect the specific processes in place at the school.

	Annexures D to F
	Replace the forms in these annexures with the specific forms used by the school.

	Annexure G
	Replace the emergency plan with the one used by the school.
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[bookmark: _Toc228283872]
SECTION A – GENERAL

1. [bookmark: _Toc228283873]TITLE OF THE POLICY	
The Health and Safety Policy of name of school

2. [bookmark: _Toc228283874]EFFECTIVE DATE
1 January 2024

3. [bookmark: _Toc228283875]DATE OF NEXT REVIEW
31 December 2024

4. [bookmark: _Toc228283876]REVISION HISTORY
	Issue number
	Description of amendment
	Approved by 
	Date

	
1


	
New policy


	
SGB
	
December 2023




5. [bookmark: _Toc228283877]DEFINITIONS AND ABBREVIATIONS
1. [bookmark: _Toc463439969][bookmark: _Toc463441532][bookmark: _Toc484519756][bookmark: _Toc55474526]
2. 
3. 
4. 
5. 
5.1. [bookmark: _Toc228283878]Definitions
	
	Term
	Explanation

	1
	abuse
	Unjust or unwanted treatment of another person, such as physical, emotional, verbal or sexual abuse, including victimisation or ill-treatment. 

	2
	bullying
	Any written, visual or verbal communication or physical act, gesture or omission that is intended to create a substantial and justifiable risk or threat, or to have an undesirable result. Bullying may also be perpetrated through initiation practices, as well as through technology such as the internet and social media (Facebook, Instagram, etc.), which is known as cyberbullying.

	3
	educator
	[bookmark: _Toc245862400][bookmark: _Toc245862401][bookmark: _Toc245862402]Anyone defined as an educator in terms of the Employment of Educators Act, namely any person who teaches, educates or trains other persons at the school or helps render the education services or education auxiliary or support services offered by or in the school.

	4
	gangs
	[bookmark: _Toc245862406][bookmark: _Toc245862407]Organised groups involved in activities such as drug and weapon trafficking and money laundering, which serves as a breeding ground for school violence.

	5
	injury
	Physical harm or damage to a person.

	6
	learner
	Any person enrolled at the school, as defined in the South African Schools Act.

	7
	incident
	An unexpected event that may or may not result in damage to property and/or harm or injury to persons.

	8
	parent
	Means — 
(a)	the biological or adoptive parent or legal guardian of a learner; 
(b)	the person legally entitled to custody of a learner; or 
(c)	the person who undertakes to fulfil the obligations of a person referred to in paragraphs (a) and (b) towards the learner’s education at school.

	9
	rape
	Forced and unwanted sexual intercourse. 

	10
	school
	Name of school.

	11
	school activity
	Any activity organised by the school, as defined in the South African Schools Act.

	12
	school safety
	Includes the safety of all educators, learners, visitors, contractors and property on the premises of the school, as well as of any persons travelling in school-owned and/or contracted transport relating to official school activities. 

	13
	violence
	Behaviour that is intended to cause physical harm to others. 

	14
	weapon
	An object that is designed or used, or can be used, to inflict bodily harm and is defined as undesirable in the South African Schools Act.



        








[bookmark: _Toc484519757][bookmark: _Toc55474527][bookmark: _Toc463439970][bookmark: _Toc463441533]





















5.2. [bookmark: _Toc228283879]Abbreviations

	Abbreviation
	Explanation

	DSSC
	District School Safety Committee

	ID
	identity document

	IDSO
	institutional development and support officer

	NGO
	non-governmental organisation

	OHSA
	Occupational Health and Safety Act

	PAM
	Personnel Administrative Measures

	PPC
	personal protective clothing

	PPE
	personal protective equipment

	SACE
	South African Council for Educators

	SAPS
	South African Police Service

	SBST
	school-based support team

	SGB
	school governing body

	SMT
	school management team 



6. [bookmark: _Toc228283880]PREAMBLE
6.1 The SGB must make funds available for the implementation of the Health and Safety Policy at the school.
6.2 Violence and substance abuse in schools are global phenomena. In South Africa, they manifest themselves in gang violence, the carrying of weapons in school, sexual violence, bullying, assault, theft and robbery. School violence affects all schools, irrespective of location. 
6.3 In light of the above, it is imperative for the school to develop a Health and Safety Policy with thorough plans and data collection tools to improve the management of, and proactively deal with, threats to school health and safety.
6.4 Through this policy, name of school intends to:
a) ensure that the issue of school health and safety is at the top of all stakeholders’ agenda;
b) adopt a zero-tolerance approach to all perpetrators of any form of school violence, gangsterism, substance abuse, sexual abuse and bullying;
c) ensure that all stakeholders report incidents of school violence, gangsterism, substance abuse, sexual abuse and bullying to school authorities and the police once they become aware of such incidents;
d) ensure that there is appropriate support and empowerment for victims; and
e) ensure that reports of abuse are managed with care, sensitivity and confidentiality to mitigate against secondary abuse, where victims face mistreatment from those they trusted.

7. [bookmark: _Toc228283881]PURPOSE OF THE POLICY
1. 
2. 
3. 
4. 
5. 
6. 
7. 
7.1. The overall purpose of the policy is to promote effective learning and teaching by ensuring that the school is a safe environment for all and that effective measures are employed to address all threats to health and safety.  
7.2. The policy should also be viewed as a guideline and a set of rules for how best to address and resolve any potential incidents. 
7.3. The policy complies with the Occupational Health and Safety Act 85 of 1993 (as amended) (OHSA).


8. [bookmark: _Toc228283882]OBJECTIVES OF THE POLICY
8.1 To promote a safe school environment and declare the school a violence and drug-free zone.
8.2 To put in place measures for the prevention of violence, rape, abuse, assault, bullying and gangsterism.
8.3 To put in place structures to coordinate and manage the school’s health and safety programmes and sustain the gains made.
8.4 To clearly define all stakeholders’ roles and responsibilities in pursuit of a healthy and safe school environment.
8.5 To implement clear protocols for the recording, reporting and management of all health and safety-related incidents.
8.6 To ensure full compliance with OHSA. 

9. [bookmark: _Toc228283883]SCOPE OF THE POLICY
This policy applies to all learners, staff and SGB members of name of school, visitors to the school, and contractors performing any function on the school premises. 

10. [bookmark: _Toc228283884]LEGISLATIVE FRAMEWORK
10 [bookmark: _Toc246305630][bookmark: _Toc246311165][bookmark: _Toc246315607][bookmark: _Toc284933115][bookmark: _Toc284937935][bookmark: _Toc285088270][bookmark: _Toc285091473]
10.1 [bookmark: _Toc246305631][bookmark: _Toc246311166][bookmark: _Toc246315608][bookmark: _Toc284933116][bookmark: _Toc284937936][bookmark: _Toc285088271][bookmark: _Toc285091474]The Constitution of the Republic of South Africa, 1996
10.2 [bookmark: _Toc246305632][bookmark: _Toc246311167][bookmark: _Toc246315609]South African Schools Act 84 of 1996, as amended 
10.3 Regulations for Safety Measures at Public Schools, Government Notice 1040 of October 2001, as amended
10.4 Occupational Health and Safety Act 85 of 1993, as amended 
10.5 Facilities Regulations, Gazette 26636 of 3 August 2004
10.6 [bookmark: _Toc246305633][bookmark: _Toc246311168][bookmark: _Toc246315610][bookmark: _Toc284933117][bookmark: _Toc284937937][bookmark: _Toc285088272][bookmark: _Toc285091475]Employment of Educators Act 76 of 1998, as amended
10.7 [bookmark: _Toc246305634][bookmark: _Toc246311169][bookmark: _Toc246315611][bookmark: _Toc284933118][bookmark: _Toc284937938][bookmark: _Toc285088273][bookmark: _Toc285091476]South African Council of Educators Act 31 of 2000, as amended
10.8 [bookmark: _Toc246305635][bookmark: _Toc246311170][bookmark: _Toc246315612][bookmark: _Toc284933119][bookmark: _Toc284937939][bookmark: _Toc285088274][bookmark: _Toc285091477]Control of Access to Public Premises and Vehicles Act 53 of 1985
10.9 [bookmark: _Toc246305637][bookmark: _Toc246311172][bookmark: _Toc246315614][bookmark: _Toc284933121][bookmark: _Toc284937941][bookmark: _Toc285088276][bookmark: _Toc285091479][bookmark: _Toc246305638][bookmark: _Toc246311173][bookmark: _Toc246315615][bookmark: _Toc284933122][bookmark: _Toc284937942][bookmark: _Toc285088277][bookmark: _Toc285091480]Firearms Control Act 60 of 2000
10.10 Child Care Amendment Act 96 of 1996
10.11 [bookmark: _Toc285088278][bookmark: _Toc285091481]Children’s Act 38 of 2005
10.12 [bookmark: _Toc284933123][bookmark: _Toc284937943][bookmark: _Toc285088279][bookmark: _Toc285091482]Children’s Amendment Act 41 of 2007
10.13 Criminal Law (Sexual Offences and Related Matters) Amendment Act 32 of 2007
10.14 [bookmark: _Toc246305641][bookmark: _Toc246311176][bookmark: _Toc246315618][bookmark: _Toc284933126][bookmark: _Toc284937947][bookmark: _Toc285088282][bookmark: _Toc285091485]Public Service Act 103 of 1994, as amended
10.15 [bookmark: _Toc246305642][bookmark: _Toc246311177][bookmark: _Toc246315619][bookmark: _Toc284933127][bookmark: _Toc284937948][bookmark: _Toc285088283][bookmark: _Toc285091486]Drugs and Drug Trafficking Act 140 of 1992
10.16 [bookmark: _Toc246305644][bookmark: _Toc246311179][bookmark: _Toc246315621][bookmark: _Toc284933130][bookmark: _Toc284937951][bookmark: _Toc285088286][bookmark: _Toc285091489]Guidelines for the Prevention and Management of Sexual Violence and Harassment in Public Schools, 2008
10.17 Tobacco Products Control Act 83 of 1993

11. [bookmark: _Toc228283885][bookmark: _Toc246305709][bookmark: _Toc246311246][bookmark: _Toc246315687][bookmark: _Toc284933197][bookmark: _Toc284938021][bookmark: _Toc285091556]	COORDINATING STRUCTURE
The school safety officer together with the School Safety Committee shall be responsible for the following:
a) Coordinating all school safety programmes, including campaigns at the school, and the display of safety signs, including the right of admission to the school
b) Developing a Safety Plan that outlines action plans to counter threats of violence (see Annexure D)
c) Forging partnerships with all relevant government departments, community-based organisations and the school community
d) Supporting learners/educators who experience serious safety issues
e) Advising the District School Safety Committee (DSSC) relating to training programmes to empower stakeholders on safety issues in the district
f) Representing the school on matters relating to health and safety, and giving feedback to the School Safety Committee
g) Monitoring the implementation of the school’s Health and Safety Policy and the Safety Plan through:
i. observation;
ii. collecting and analysing data and reports on issues that affect school health and safety; and 
iii. reporting timeously to the school management team (SMT) and DSSC on plan implementation, challenges, trends, and action taken.
h) Together with the school-based support team (SBST):
i. identifying learners at risk, and maintaining their profile; and 
ii. informing the parents of such learners about the risks that their children are facing, and the actions that the School Safety Committee will take.
i) Identifying hotspots in the school for frequent monitoring
j) Making the necessary referrals to relevant stakeholders, depending on the nature of the violence and crime
k) Organising quarterly information-sharing meetings with relevant stakeholders

1. [bookmark: _Toc463439995][bookmark: _Toc463441046][bookmark: _Toc463441558][bookmark: _Toc484519791][bookmark: _Toc55474561]
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. [bookmark: _Toc228283886]	COMPOSITION OF THE SCHOOL SAFETY COMMITTEE
	The School Safety Committee comprises the following members:
12.1 Principal
12.2 SGB representative acting as chair of this committee 
12.3 School safety officer 
12.4 School nurse
12.5 Hostel parent(s)
12.6 Deputy principal
12.7 Security officer
12.8 Communication officers (office staff)

13. [bookmark: _Toc463439996][bookmark: _Toc463441047][bookmark: _Toc463441559][bookmark: _Toc484519792][bookmark: _Toc55474562][bookmark: _Toc228283887]	ROLES AND RESPONSIBILITIES OF MEMBERS OF THE SCHOOL SAFETY COMMITTEE
13.1 [bookmark: _Toc463439997][bookmark: _Toc463441048][bookmark: _Toc463441560]Principal
[bookmark: _Toc246305736](a)	Engage in advocacy campaigns to publicly communicate the status of school health and safety
(b)	Oversee safety matters at the school
(c)	Maintain and update the register of misconduct (Annexure E)
(d)	Report incidents of violence and crime to the relevant stakeholders (i.e. parents, SAPS, district office and the SGB)
(e)	Make the necessary referrals in the event of incidents of violence and crime 
[bookmark: _Toc246305734](f)	Encourage SGB members and parents to participate in community policing forums
(g)		Ensure full compliance with OHSA
(h) Identify potential hazards that may be present while work is being done and equipment is being used 
(i) Issue written appointment letters, indicating duties, functions and responsibilities of health and safety representatives
(j) Document all agreements relevant to occupational health and safety
(k) Ensure that plant, tools, equipment and machinery are safe, kept in good working order and do not pose any risk to health
(l) Establish the necessary precautionary measures to protect staff against identified hazards, and provide means to implement these measures in order to reduce or remove risk
(m) Provide the necessary information, instructions, training and supervision 
(n) Prevent anyone from carrying on with any task unless the necessary precautions have been taken
(o) Take steps to ensure that every person under the principal’s control comply with the requirements of the OHSA
(p) Enforce the necessary control measures in the interest of health and safety
(q) See to it that work is done and equipment is used under the general supervision of a worker who has been trained to understand the associated hazards and implement and maintain the precautionary measures
(r) Delegate responsibilities to employees appointed in terms of the Act
(s) Decide whether employees appointed in terms of the OHSA may subdelegate responsibilities
(t) Provide employees appointed in terms of the OHSA with appropriate information, training, facilities and time to execute their duties

13.2 [bookmark: _Toc463439998][bookmark: _Toc463441049][bookmark: _Toc463441561]SGB representative
(a)	Develop the school’s Health and Safety Policy together with the School Safety Committee
(b)	Promote partnerships between the school and the surrounding community 
(c)	Ensure that the School Safety Committee is functional
(d)	Ensure that the SGB receives activity reports from the School Safety Committee

13.3 [bookmark: _Toc463439999][bookmark: _Toc463441050][bookmark: _Toc463441562]School safety officer
(a) Coordinate the activities of the School Safety Committee
(b) Safeguard learners and educators at all times
(c) Monitor the implementation of the Safety Plan, and report to the principal on a weekly basis
(d) Maintain and update the incident report (Annexure F) 
(e) With the principal’s permission, coordinate searches and seizures as contemplated in section 8 of the Schools Act
(f) Keep a record of all visitors to the school
(g) Organise school safety meetings as determined by the School Safety Committee
(h) Mobilise community structures to help the school be free of violence, drugs, guns and crime
(i) Cooperate with SAPS to ensure visible policing during sporting and cultural events at the school, as necessary
(j) Report all deviations, deficiencies and concerns to the School Safety Committee and, in the event of maintenance issues, to the maintenance coordinator, for timely authorisation and intervention 
(k) Ensure that all aspects of the policy are assessed and that suitable risk control measures are implemented, maintained, evaluated and reviewed for efficiency and compliance 
(l) Coordinate incident investigations 
(m) Coordinate internal audits of the schools’ health and safety functions
(n) Monitor legal compliance with the OHSA
(o) Provide for training and development of staff and representatives 
(p) Oversee contractors
(q) Provide support structures for representatives and committees
(r) Maintain occupational health and safety information, records and databases
(s) Report on incidents, trends and risks

13.4 School nurse
(a) Help the school safety officer safeguard learners and educators at all times
(b) Control and oversee medication
(c) Accept responsibility for first-aid kit administration
(d) Ensure medical assistance at school events 
(e) Ensure that the Health and Safety Policy is applied in the classroom/school on a daily basis
(f) Report all safety issues to the safety officer
(g) Attend/represent the School’s Safety Committee in external meetings, as requested by the School Safety Committee

13.5 Hostel parent (persons in charge of supervision in the school’s hostels)
(a) Accept responsibility for the overall safety and security of hostel facilities
(b) Accept responsibility for the overall cleanliness and hygiene of hostel facilities
(c) Perform regular safety inspections, as required by the School Safety Committee
(d) Safeguard learners and educators in hostel facilities at all times
(e) With the principal’s permission, coordinate searches and seizures in the hostel, as contemplated in section 8 of the Schools Act
(f) Ensure that the Health and Safety Policy is applied in the hostel on a daily basis
(g) Investigate and report incidents to the safety officer and the principal
(h) Report all deviations, deficiencies and concerns to the School Safety Committee, and, in the event of maintenance issues, to the maintenance coordinator, for timely authorisation and intervention

13.6 Deputy principal
(a)	Cooperate with SAPS to ensure visible policing at sporting and cultural events
(b) 	Ensure that learners are aware of the Health and Safety Policy and what to do in the event of safety-related incidents
(c)	Assist other personnel in settling disputes satisfactorily (keep minor incidents from escalating into more serious incidents over time)

13.7 Security officer
(a) Ensure that school gates are locked and controlled during school hours, and unlocked after the school day
(b) Assist the school safety officer as required from time to time
(c) Report school maintenance and threatening issues to the principal, safety officer and maintenance coordinator
(d) Attend/represent the School Safety Committee in external meetings, as requested by the School Safety Committee
14. [bookmark: _Toc228283888]	REPORTING AND ACCOUNTABILITY
14.1 All incidents at the school must be reported to the principal. Where the principal is the perpetrator, the incident must be reported to the school’s institutional development and support officer (IDSO).
14.2 Once incidents have been reported, the principal or IDSO should follow the steps set out in Annexure A.

15. [bookmark: _Toc228283889]PERFORMANCE MANAGEMENT
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
15.1 Performance management of the School Safety Committee must occur on a quarterly basis. The main objectives of the performance review are:
a) to monitor the implementation of the school’s Health and Safety Policy;
b) to monitor the implementation of the school’s Safety Plan; and
c) to ensure the ongoing effective management of both the policy and the plan. 
15.2 The following key aspects must be considered:
a) Objectives
b) Learner involvement in school safety
c) Promotion of the Health and Safety Policy:
· [bookmark: _Toc246305738][bookmark: _Toc246311268][bookmark: _Toc246315709][bookmark: _Toc284933219][bookmark: _Toc284938043][bookmark: _Toc285091578]Whether the policy is displayed openly in the school
· [bookmark: _Toc246305739][bookmark: _Toc246311269][bookmark: _Toc246315710][bookmark: _Toc284933220][bookmark: _Toc284938044][bookmark: _Toc285091579]Whether the policy was made available to each learner in the official language of teaching at the time of registration, and to each educator and/or support staff member upon their appointment
· [bookmark: _Toc246305740][bookmark: _Toc246311270][bookmark: _Toc246315711][bookmark: _Toc284933221][bookmark: _Toc284938045][bookmark: _Toc285091580]Whether the policy clarifies the school’s health and safety expectations
d) [bookmark: _Toc246305741][bookmark: _Toc246311271][bookmark: _Toc246315712][bookmark: _Toc284933222][bookmark: _Toc284938046][bookmark: _Toc285091581]Further actions taken to clarify the school’s health and safety expectations:
· [bookmark: _Toc284938048][bookmark: _Toc285091583]Whether class rules are displayed in all classrooms, workshops and laboratories
· Whether all staff undergo annual refresher training on the school’s Health and Safety Policy
16. [bookmark: _Toc228283890]APPROVAL
	Recommended by:
(Principal) 

	

	Signature:
	


	Date:
	

	Approved by:
(SGB chair)

	

	Signature:
	

	Date:
	

	Approved by:
(IDSO)

	
	Signature:
	

	Date:
	

	Approved by:
(Circuit manager) 

	
	Signature:
	

	Date:
	

	Approved by:
(District director) 

	
	Signature:
	

	Date:
	



[bookmark: _Toc228283891]
SECTION B – SAFETY

1. [bookmark: _Toc228283892]CREATING A SAFE SCHOOL ENVIRONMENT
1.1 [bookmark: _Toc484519765][bookmark: _Toc55474535][bookmark: _Toc228283893][bookmark: _Toc245862380]Access to the school premises
a) [bookmark: _Toc246305731][bookmark: _Toc246311217][bookmark: _Toc246315658][bookmark: _Toc284933185][bookmark: _Toc284938009][bookmark: _Toc285091493][bookmark: _Toc245862381][bookmark: _Toc246305682]The SGB shall ensure that clear signage is displayed throughout the school premises, indicating that:
i. anyone entering the school does so at their own risk;
ii. anyone entering the school may be subjected to search;
iii. no drugs, alcohol, guns or weapons are permitted on the school premises; and
iv. no unlicensed driver may operate any vehicle on the school premises.
b) [bookmark: _Toc246311218][bookmark: _Toc246315659][bookmark: _Toc284933186][bookmark: _Toc284938010][bookmark: _Toc285091494]During the school day, school gates must be locked and access to the school controlled.
c) Any person other than a learner or staff member of the school must complete the access register before entering the school premises. 
d) [bookmark: _Toc245862382][bookmark: _Toc246305683][bookmark: _Toc246311219][bookmark: _Toc246315660][bookmark: _Toc284933187][bookmark: _Toc284938011][bookmark: _Toc285091495]Parents have a right to visit their child’s school, provided that the visit does not disrupt any school activities and occurs with the principal’s permission. Except in emergencies, parent visits to the school should preferably take place by appointment. 
e) [bookmark: _Toc245862383][bookmark: _Toc246305684][bookmark: _Toc246311220][bookmark: _Toc246315661][bookmark: _Toc284933188][bookmark: _Toc284938012][bookmark: _Toc285091496]The principal must take such steps that may be considered necessary to safeguard the school and those at the school.
f) [bookmark: _Toc245862384][bookmark: _Toc246305685][bookmark: _Toc246311221][bookmark: _Toc246315662][bookmark: _Toc284933189][bookmark: _Toc284938013][bookmark: _Toc285091497][bookmark: _Toc245862385]Any visitor to the school, including parents, must:
i. [bookmark: _Toc245862386]furnish their name, address and any other relevant information required by the principal;
ii. [bookmark: _Toc245862387]if necessary, produce proof of their identity to the satisfaction of the principal;
iii. [bookmark: _Toc245862388]declare whether they have any dangerous object or illegal drugs in their possession or custody or under their control;
iv. declare and show the contents of any vehicle, suitcase, attaché case, bag, handbag, folder, envelope, parcel or container of any nature in their possession or custody or under their control;
v. subject themselves and anything in their possession or custody or under their control to a search by a person of the same gender and/or an examination carried out by means of an electronic device, sniffer dog or other apparatus in order to determine the presence of any dangerous object or illegal drugs; and
vi. hand to the principal for examination or custody anything in their possession or custody or under their control, until they leave the premises. 
g) [bookmark: _Toc246305686][bookmark: _Toc246311222][bookmark: _Toc246315663][bookmark: _Toc284933190][bookmark: _Toc284938014][bookmark: _Toc285091498]The principal may remove any person from the school premises at any point if:
i. that person enters the premises without the principal’s permission; and
ii. [bookmark: _Toc246305732][bookmark: _Toc246311223][bookmark: _Toc246315664][bookmark: _Toc284933191][bookmark: _Toc284938015][bookmark: _Toc285091499]the principal or SGB considers such removal necessary to safeguard the school premises or protect those at the school.
h) Any person who contravenes the measures above may be removed from the school premises, with the assistance of SAPS.

1.2 [bookmark: _Toc484519766][bookmark: _Toc55474536][bookmark: _Toc228283894]	A public school free of weapons and drugs
a) [bookmark: _Toc246305654][bookmark: _Toc246311189][bookmark: _Toc246315631][bookmark: _Toc284933140][bookmark: _Toc284937961][bookmark: _Toc285088290][bookmark: _Toc285091501]Name of school is free of drugs and dangerous objects. 
b) [bookmark: _Toc246305655][bookmark: _Toc246311190][bookmark: _Toc246315632][bookmark: _Toc284933141][bookmark: _Toc284937962][bookmark: _Toc285088291][bookmark: _Toc285091502]No person may:
i. carry any dangerous object on the school premises;
ii. store any dangerous object on the school premises, except in an officially designated place identified by the principal;
iii. possess illegal drugs on the school premises;
iv. enter the school premises while under the influence of an illegal drug or alcohol;
v. cause any form of violence or disturbance that can affect school activities;
vi. wittingly condone, connive, hide, abet or encourage the possession of dangerous objects, or refuse, fail or neglect to report the sighting or presence of such objects to the school authorities or the police as soon as possible; and
vii. directly or indirectly cause harm to anyone who exposes another person for attempting to frustrate the school’s efforts against dangerous objects and activities.
c) [bookmark: _Toc285088292][bookmark: _Toc285091503][bookmark: _Toc246305656][bookmark: _Toc246311191][bookmark: _Toc246315633][bookmark: _Toc284933142][bookmark: _Toc284937963]The principal or a delegate may at random search any learner or group of learners, or the property of a learner or group of learners, for any dangerous object or illegal drug, if a fair and reasonable suspicion of the presence of such object or drug has been established. Such a search must be done in accordance with section 8A of the Schools Act.
d) [bookmark: _Toc285088293][bookmark: _Toc285091504]The principal or a delegate may at random administer urine or other non-invasive tests to any group of learners who are fairly and reasonably suspected of using illegal drugs, only under the conditions laid down in the Schools Act.
e) Disciplinary action will be instituted against a learner or anyone else who contravenes the rules above.

1.3 [bookmark: _Toc245862391][bookmark: _Toc484519767][bookmark: _Toc55474537][bookmark: _Toc228283895]	Buildings, grounds and infrastructure
a) [bookmark: _Toc285088295][bookmark: _Toc285091506][bookmark: _Toc245862393][bookmark: _Toc246305661][bookmark: _Toc246311196][bookmark: _Toc246315637][bookmark: _Toc284933146][bookmark: _Toc284937967]The SMT and school staff will regularly monitor the school environment (both inside and outside) to identify any potential dangers, and will take all reasonable measures to safeguard learners and staff.
b) The SMT will have a maintenance plan in place to address both minor and major maintenance tasks. Minor maintenance tasks shall be attended to as they occur. Broken window panes in particular must be replaced as soon as possible to prevent injury to learners and/or staff. Major maintenance will be carried out by way of written submissions to the Department.
c) The SMT and school staff will take all steps necessary to ensure that learners are provided with a clean, safe and hygienic environment at all times.
d) The principal and the safety officer will ensure that all out-of-bounds areas are clearly marked, and cordoned off if necessary. 
e) [bookmark: _Toc285088297][bookmark: _Toc285091508][bookmark: _Toc285088298][bookmark: _Toc285091509]The SMT will ensure that:
i. [bookmark: _Toc285088299][bookmark: _Toc285091510]any unused or broken furniture is properly stored or disposed of;
ii. the school grounds are maintained by the regular cutting and trimming of lawns and trees; and
iii. [bookmark: _Toc285088300][bookmark: _Toc285091511]rubbish and litter is properly stored and disposed of.
f) Electrical fittings, wiring, plugs and light fittings in all school buildings and classrooms will be checked for loose wires and/or faulty connections by a qualified electrician. 
g) The safety of handrails, tiles on steps, gutters, paving and any other areas will be regularly checked.
h) Fire extinguishers must be checked at least once per year and be replaced as and when necessary. Training for staff involved in the school’s firefighting programme will be provided for in the budget and funded accordingly.
i) The condition of playing fields will be checked regularly.
j) Security of the buildings and perimeter fences will be inspected regularly. 

1.4 [bookmark: _Toc245862397][bookmark: _Toc484519768][bookmark: _Toc55474538][bookmark: _Toc228283896]Control of learners
a) [bookmark: _Toc245862398][bookmark: _Toc246305667]Learners arriving late
i. No learner may be locked out of the school for arriving late. 
ii. Where a learner arrives late for school, the parents/guardians should be contacted and the matter dealt with in accordance with the code of conduct for learners.
b) [bookmark: _Toc246305668]Breaktime
i. Learners may not leave the school premises during breaks. 
ii. Where learners are required to leave the school premises during breaks, written permission must be provided by the principal, and the learner must be accompanied by a parent or, with the parent’s permission, by an educator.
c) [bookmark: _Toc246305669]Learners leaving early at parents/guardians’ request
i. Parents/guardians must address all requests for their children to leave school early to the principal’s office in writing.
ii. Upon school admission, parents must identify in writing those authorised to collect their children in the event of leaving school early. Parents must review this written authorisation annually or more frequently, as may be required.
iii. Persons collecting a learner from the school will be requested to provide the school with positive identification.
iv. The school will maintain a written record that includes the name and identity number of the person collecting the learner, as well as the date, time and reason(s) for leaving early.
v. [bookmark: _Toc246305670]In the event of a legal dispute between parents, only the parent who has obtained a court order may collect the child earlier, unless the parent who has legal guardianship has given written permission.
d) Early dismissal
The school will take reasonable steps to ensure that parents are informed timeously if learners are to be dismissed early so that parents can make the necessary arrangements for their children’s transport and care.
e) Pick-up/drop-off points 
Parents may pick up/drop off learners at designated points only.
			
1.5 [bookmark: _Toc484519769][bookmark: _Toc55474539][bookmark: _Toc228283897][bookmark: _Toc285088307][bookmark: _Toc285091518]Child protection and care
Refer to name of school’s Child Care Policy.
In accordance with the Children’s Act, name of school will foster an awareness among its staff that a child: 
a) whose wellbeing is being threatened;
b) who is not receiving adequate support;
c) who is maltreated, abused, neglected or degraded; and/or
d) who is being exploited;
is deemed to be in need of protection and should be reported to the principal. The principal must report the matter to the parent (if not the perpetrator), SAPS and the Department of Social Development. 
Note: Both suspected and confirmed cases of child abuse must be reported.

1.6 [bookmark: _Toc484519770][bookmark: _Toc55474540][bookmark: _Toc228283898]School activities
a) [bookmark: _Toc246305688][bookmark: _Toc246311225][bookmark: _Toc246315666][bookmark: _Toc284933156][bookmark: _Toc284937978][bookmark: _Toc285088309][bookmark: _Toc285091520]The school will take reasonable measures to ensure learners’ safety during any school activity.
b) [bookmark: _Toc246305690][bookmark: _Toc246311227][bookmark: _Toc246315668][bookmark: _Toc284933158][bookmark: _Toc284937980][bookmark: _Toc285088310][bookmark: _Toc285091521]With regard to medical conditions and medication with a view to school activities, the school will take reasonable measures to ensure the following:
i. That the parent of a learner who takes regular medication has seen to it that the learner will have sufficient quantities of the medication for the duration of the school activity. This will be controlled and recorded by the school nurse/hostel parent. All medication must be handed to the nurse/hostel parent No learner may be in possession of any medication.  
ii. That the parent of a learner who needs to carry a doctor’s prescription for medication has provided the learner and the supervising educator with certified copies of such prescription.
iii. That parents are advised to provide the principal with a written report on the learner’s medical condition before the school activity, which the principal must pass on to the supervising educator.
iv. That parents are informed of any planned travels to or through a high-risk disease area as part of a school activity.
c) [bookmark: _Toc246305691][bookmark: _Toc246311228][bookmark: _Toc246315669][bookmark: _Toc284933159][bookmark: _Toc284937981][bookmark: _Toc285088311][bookmark: _Toc285091522]Should a learner be injured or fall ill in the course of a school activity and require medical treatment, the supervising educator will:
i. take all reasonable measures to contact the learner’s parent to obtain consent for such medical treatment; 
ii. [bookmark: _Toc246305692][bookmark: _Toc246311229][bookmark: _Toc246315670][bookmark: _Toc284933160][bookmark: _Toc284937982][bookmark: _Toc285088312][bookmark: _Toc285091523]determine whether or not to consent to such medical treatment if the parent cannot be reached; and
iii.   complete the required paperwork.
d) The school will supply the parents of learners who will join the school activity with full written details of the activity.
e) [bookmark: _Toc246305693][bookmark: _Toc246311230][bookmark: _Toc246315671][bookmark: _Toc284933161][bookmark: _Toc284937983][bookmark: _Toc285088313][bookmark: _Toc285091524]Immediately after returning from a school activity, the supervising educator will submit a report on the activity to the principal, who, in turn, must submit the report to the Department and the SGB chair.
f) [bookmark: _Toc246305694][bookmark: _Toc246311231][bookmark: _Toc246315672][bookmark: _Toc284933162][bookmark: _Toc284937984][bookmark: _Toc285088314][bookmark: _Toc285091525]Only learners who have obtained written consent from their parents shall be allowed to join the school activity.
g) [bookmark: _Toc246305696][bookmark: _Toc246311233][bookmark: _Toc246315674][bookmark: _Toc284933164][bookmark: _Toc284937986][bookmark: _Toc285088315][bookmark: _Toc285091526]If the school’s own vehicles are to be used for learner transport, the school will ensure that such vehicles are adequately insured and have all the necessary roadworthy certificates and that drivers are in possession of valid driving licences and professional driving permits.
h) School vehicles such as kombis/minibuses and cars will be kept in a roadworthy condition and inspected regularly to ensure compliance. 
i) Vehicles may be operated only by persons with a valid driving licence. Drivers who transport learners/passengers must also have a valid professional driving permit. All drivers must provide the principal with proof of such licences and permits before they will be authorised to operate any of the school’s vehicles.
j) If the school will be using the vehicles of a company or private individuals to transport learners, such company or private vehicle owners must provide the following:
i. Proof of insurance and certificates of roadworthiness for each vehicle
ii.  Proof of passenger liability insurance
iii.  Proof of a valid driving licence and professional driving permit for each driver
iv. A substitute driver, a transport support system as well as an alternative route
k) Each vehicle used for learner transport must be equipped with a fire extinguisher.
l) The school principal, supervising educator or an SGB member must intervene if there is any doubt as to the roadworthiness of any vehicle or the competence of any driver.

1.7 [bookmark: _Toc463441035][bookmark: _Toc463441547][bookmark: _Toc484519771][bookmark: _Toc55474541][bookmark: _Toc228283899]Important considerations to promote school safety
a) [bookmark: _Toc285091528]Accepting responsibility
The SMT must lead from the front, constantly be on the lookout for potential threats to school safety and minimise/eliminate a threat before it escalates.
b) Partnerships
[bookmark: _Toc285091529]The school must work in partnership with the provincial education department, SAPS, the community and the departments of Community Safety, Social Development, Health as well as Arts and Culture to promote school safety.

1.8 [bookmark: _Toc484519772][bookmark: _Toc55474542][bookmark: _Toc228283900]General supervision of learners on the school premises
a) [bookmark: _Toc484519773][bookmark: _Toc55474543][bookmark: _Toc151119121][bookmark: _Toc228283901]Duties of SGB and school staff
i. [bookmark: _Toc484519774][bookmark: _Toc55474544]Drawing up procedures to ensure learner safety when entering the school premises in the morning before school starts and exiting the premises at the end of the school day and/or activities.
ii. [bookmark: _Toc484519775][bookmark: _Toc55474545]Having a plan in place to ensure learner safety during breaks, including supervision by educators.
b) [bookmark: _Toc484519776][bookmark: _Toc55474546][bookmark: _Toc151119122][bookmark: _Toc228283902]Vehicles and motorcycles
i. [bookmark: _Toc484519777][bookmark: _Toc55474547]If requested, those wanting to enter the school premises in vehicles and on motorcycles must provide the principal with proof of their valid driving licence before entering the grounds. Vehicles may park in the designated, demarcated areas only.
ii. [bookmark: _Toc484519778][bookmark: _Toc55474548]The speed limit on the school premises is 10 km per hour.
iii. [bookmark: _Toc484519779][bookmark: _Toc55474549]Drivers who fail to comply with the rules above shall be refused entry to the school grounds.
iv. [bookmark: _Toc484519780][bookmark: _Toc55474550]The SGB will ensure that clear and visible signage is displayed to safeguard the learners and staff of the school.  

2. [bookmark: _Toc228283903]MANAGING THREATS TO SCHOOL SAFETY
All school stakeholders must continuously monitor the school environment (both internally and externally) to identify and mitigate potential threats. The following areas may be potential threats to school safety. Annexure A guides the principal in taking the necessary action should any of these materialise. 

2 [bookmark: _Toc55474552]
2.1 [bookmark: _Toc228283904]School violence
a) [bookmark: _Toc246305672][bookmark: _Toc246311207][bookmark: _Toc246315648][bookmark: _Toc284933175][bookmark: _Toc284937997][bookmark: _Toc285091532]Name of school has zero tolerance for any form of violence perpetrated by learners against other learners, or by personnel against learners, by learners against personnel or by personnel against personnel 
b) [bookmark: _Toc246305673][bookmark: _Toc246311208][bookmark: _Toc246315649][bookmark: _Toc284933176][bookmark: _Toc284937998][bookmark: _Toc285091533]Administering corporal punishment to a learner at the school is prohibited. Any person who contravenes this will be guilty of an offence and liable to a sentence for assault.
c) [bookmark: _Toc246305674][bookmark: _Toc246311209][bookmark: _Toc246315650][bookmark: _Toc284933177][bookmark: _Toc284937999][bookmark: _Toc285091534]Similarly, a learner who assaults another learner or a teacher will be guilty of an offence. Steps will be taken against such learner, taking into account the learner’s intellectual and/or physical abilities.

2.2 [bookmark: _Toc55474553][bookmark: _Toc228283905]	Bullying
[bookmark: _Toc285091536][bookmark: _Toc284933179][bookmark: _Toc284938001]Any form of bullying, including cyberbullying, is strictly prohibited at name of school. 
a) In accordance with the Bill of Rights, and to protect children from maltreatment, neglect, abuse or degradation, the school has zero tolerance for bullying.
b) The school will emphasise to learners, educators and support staff that stamping out bullying is everyone’s responsibility, and that any incidents of bullying at the school need to be reported, recorded and investigated.
c) Training for learners, educators and support staff will include strategies to prevent or stop bullying, such as learner interaction, discussion groups, peer mediation, one-on-one mentoring, bystander or spectator support, or the ‘buddy system’, where older children look after younger children.
d) The School Safety Committee will select and train staff to identify and monitor incidents of bullying, and to implement intervention strategies to address the problem.
e) All incidents of bullying will be dealt with in accordance with the school’s code of conduct.

2.3 [bookmark: _Toc55474554][bookmark: _Toc228283906]Gangsterism
[bookmark: _Toc285091538][bookmark: _Toc284933181][bookmark: _Toc284938003]Gangsterism is strictly prohibited at the school. 
a) At the first suspicion of gangsterism or gang-related activities on or near the school premises, the relevant school officials must inform the district office and SAPS. 
b) The school will enforce its policy on school uniforms in an attempt to differentiate learners from visitors and maintain discipline. 
c) The school will control access to the school premises as outlined in paragraph 1.1 above. 
d) The school will collaborate with other sectors and government departments to combat gangsterism at the school. These will include civic organisations/associations, religious groups/associations, youth commissions, Childline, Lifeline and the local SAPS office.

2.4 [bookmark: _Toc55474555][bookmark: _Toc228283907]Abuse and sexual abuse
a) [bookmark: _Toc245866230][bookmark: _Toc284933183][bookmark: _Toc284938005][bookmark: _Toc285091540]The school will implement the following strategies to prevent or handle abuse: 
i. Urge learners to report any incidents of abuse to the principal or any staff member whom they trust.
ii. Sensitise staff to look out for and record any changes in a learner’s behaviour towards classmates, peers and other educators over a few days or weeks.
iii. Where necessary, allow educators to interview peers or classmates while maintaining confidentiality, and to record such interviews.
iv. Through the School Safety Committee, inform learners regularly of the course of action to be taken in the event of any abuse or sexual abuse/rape.
v. Through the School Safety Committee, empower educators to advise learners who have fallen victim to sexual abuse/rape on the steps to take to retain evidence and maintain confidentiality.
vi. Educate learners about abuse, places to avoid, what to do if abused, and where to go for help.
vii. Educate learners about their rights, and where to access counselling and medical attention if abused. 
viii. Through the SBST, teach affected learners self-defence mechanisms and strategies to build or regain their confidence. 
b) Pornography is strictly prohibited at the school. Any learner, educator or support staff member that is caught in possession of pornography on the school grounds, or viewing, playing or recording pornography using school property/devices, will be dealt with in accordance with the relevant disciplinary procedures. The school will confiscate all such material and devices.
c) The school’s code of conduct prohibits the filming of anything or anyone on the school premises without the principal’s permission. 

2.5 [bookmark: _Toc55474556][bookmark: _Toc228283908]Initiation practices
a) [bookmark: _Toc285091542][bookmark: _Toc284938007]Initiation practices are prohibited at the school. Any person who subjects a learner to initiation practices, or participates in such practices, will be guilty of serious misconduct and will be acted against in accordance with the applicable code of conduct and the school’s disciplinary procedures.
b) Where justified by the gravity of the misconduct, SAPS may be called upon to assist. 

2.6 [bookmark: _Toc463441042][bookmark: _Toc463441554][bookmark: _Toc55474557][bookmark: _Toc228283909]Confidentiality
[bookmark: _Toc285091545]Stakeholders must ensure that reported cases and incidents of intimidation, maltreatment, rape, abuse, neglect, degradation or exploitation are treated with confidentiality in line with the requirements of the POPI Act.

2.7 [bookmark: _Toc463441043][bookmark: _Toc463441555][bookmark: _Toc55474558][bookmark: _Toc228283910]Occupational health and safety
12 [bookmark: _Toc246305697][bookmark: _Toc246311234][bookmark: _Toc246315675][bookmark: _Toc284933165][bookmark: _Toc284937987][bookmark: _Toc285091547]
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a) Learners
The school will provide for learners’ health and safety during learner activities on the school premises: 
i. [bookmark: _Toc285091548]The School Safety Committee will advise on the emergency evacuation procedures (Annexure G), which must be displayed in all offices, classrooms and amenities.
ii. [bookmark: _Toc246305698][bookmark: _Toc246311235][bookmark: _Toc246315676][bookmark: _Toc284933166][bookmark: _Toc284937988][bookmark: _Toc285091549]The school safety officer must ensure that fire extinguishers are installed and maintained regularly (maintenance certificates to be filed).
iii. [bookmark: _Hlk206572920]Rules for the safe use of laboratories and workshops, including the storage of chemicals, tools and equipment, must be displayed in these spaces. Access to science laboratories must be restricted. Any person who enters a laboratory must be accompanied by the relevant educator. If the laboratory is left unattended at any point, the doors must be locked to prevent any unauthorised access. 
iv. [bookmark: _Toc285091550]All classrooms and the sickbay must be equipped with first-aid kits. 
v. The school must ensure that first-aid kits are fully stocked and maintained regularly.
vi. First-aid kits must contain the following at all times:

	No.
	Item
	No.
	Item

	1
	Wound cleaner/antiseptic (100 ml)
	11
	1 roll of elastic adhesive (25 mm  3 m)

	2
	Swabs for wound cleaning
	12
	1 roll of non-allergenic adhesive strips (25 mm  3 m)

	3
	Cotton wool for padding
	13
	1 roll of non-allergenic adhesive dressing strips (25 mm  3 m)

	4
	Sterile gauze – minimum of 10
	14
	4 first-aid dressings (75 mm  100 mm)

	5
	1 pair of forceps (for removing splinters)
	15
	4 first-aid dressings (150 mm  200 mm)

	6
	1 pair of scissors (minimum size 100 mm)
	16
	2 straight splints

	7
	1 set of safety pins
	17
	2 pairs of large and 2 pairs of medium disposable latex gloves

	8
	4 triangular bandages
	18
	2 cardiopulmonary (mouth-to-mouth) resuscitation mouthpieces or similar devices

	9
	4 roller bandages (75 mm  5 m)
	19
	1 space blanket

	10
	4 roller bandages (100 mm  5 m)
	
	



b) Staff
i. Wearing of personal protective clothing and equipment (PPC and PPE)
The School Safety Committee will identify occupations where employees will be required to wear PPC/PPE. Staff will be required to sign for such clothing/equipment and to undergo training required for its correct use. Where safety clothing or equipment has been issued, but is not worn at all times, this will be seen as an offence, which will be subject to disciplinary action in accordance with the disciplinary code.
1. Safety shoes
Where required, the school will issue safety shoes to relevant staff. Such staff may not work in sandals or other open-toe shoes under any circumstances. 
2. Safety glasses
It is mandatory for all maintenance staff to wear safety glasses. Strict adherence to this policy can significantly reduce the risk of eye injuries.
3. Seatbelts
All staff must wear seatbelts and shoulder restraints (if available) whenever they operate a vehicle on official school business. The driver is responsible for ensuring that all passengers in the front and rear seats are buckled up.
4. Wearing and using issued PPE and PPC
Staff are compelled to wear and use the PPE and PPC issued to them, and must undertake in writing to do so before an issue can take place. The school safety officer must continuously check on this and report deviations to the principal. No staff member may use or wear any issued PPC and PPE in his/her private time or for private purposes.
5. Ownership of PPE and PPC
All PPC and PPE issued remains the property of the school. All PPE must be marked in a way so that the date of issue can be determined. An item that is replaced will be taken in and destroyed. When a staff member leaves the school’s employ, the principal must see to it that any PPC and PPE is returned/retained.
6. Frequency/terms of issue of PPC and PPE
Issues of PPC and PPE will be done as and when needed, and therefore, items will be replaced only when worn out. Before a new issue may be made, staff must either return the worn-out item or prove that it is worn out.
ii. Good housekeeping
All work areas should be kept clean and orderly. Keep walkways clear of machines and other objects (merchandise, boxes, etc.). Clean up spills, drips and leaks immediately to avoid slips and falls. Place trash in the proper receptacles. Stock shelves carefully to ensure that no item tips over.
iii. Induction
All new employees must be properly informed of this policy and its content, and must sign to acknowledge receipt of their copy of the policy. This implies that the policy forms a part of each employee’s employment contract, and where necessary, specific conditions in this regard must be added to the contract.
iv. Working when it rains
Depending on the level, rate or concentration of rainfall, the principal may require employees who work in the open air to continue working while it rains, provided they wear suitable protective clothing. Should the principal believe that the level, rate or concentration of rainfall affects employees’ safety, health, effectiveness or productivity, staff must be instructed to abandon work and move to a suitable place where they are sheltered from the rain. Any staff member removed from an open-air worksite due to rain may be expected to perform other duties at the school that will not expose them to rain.
v. Specific safety rules and guidelines
To ensure everyone’s safety, the following rules and guidelines must be observed: 
· Observe and practise the safety procedures established for the job. 
· In case of illness or injury, no matter how slight, report at once to the principal. No employee should attempt to treat their own or someone else’s injuries at work. 
· In case of injury resulting in possible leg, back or neck fractures, or any accident resulting in unconsciousness, or a severe head injury, the employee should not be moved until authorised personnel have given the person the necessary medical attention. 
· Do not wear loose clothing or jewellery around machinery. It may get caught on moving equipment and cause serious injury. 
· Never distract fellow employees from their work, as this might cause injury. Wait until it is safe to get the colleague’s attention. 
· Where required, protective equipment such as safety glasses, masks, gloves, hair nets, etc. must be worn. 
· Safety equipment such as restraints, pullbacks and two-hand control devices are designed for protection. Be sure to adjust the equipment for each employee required to use it. 
· Pile materials, skids, bins, boxes or other equipment so as not to block aisles, exits, firefighting equipment, electric lighting or power panels, valves, etc. Fire doors and aisles must be kept clear at all times. 
· Keep the work area clean. 
· Use compressed air only for the job for which it is intended. 
· Observe smoking regulations. 
· Shut down all machines before cleaning, repairing or leaving them unattended. 
· Tow motors and lift trucks must be operated by authorised personnel only. Do not exceed a speed that is safe for existing conditions. Do not attempt to ride on a walk-type lift truck.
· Running and horseplay in laboratories and workshops is strictly forbidden. 
· Do not block access to fire extinguishers. 
· Do not tamper with electric controls or switches. 
· Do not operate machines or equipment until the principal has given proper instructions and authorisation to do so. 
· Do not engage in any practice that may be inconsistent with ordinary and reasonable common-sense safety rules. 
· Report any unsafe condition or conduct to the principal and the safety officer. 
· Help prevent accidents. 
· Use designated passages when moving from one place to another; never take hazardous shortcuts. 
· When lifting heavy loads, use your legs, not your back. Alternatively, ask for assistance. 
· Do not adjust, clean or oil moving machinery. 
· Keep machine guards in their intended place. 
· Do not throw objects. 
· Clean up spilled liquid, oil or grease immediately. 
· Wear hard-sole shoes and appropriate clothing. Shorts and mini dresses are prohibited. 
· Place trash and paper in proper containers, and not in cans provided for cigarette butts. 

c) Contractors
i. Contractors must certify that they and their employees are aware of their responsibilities in terms of the OHSA.
ii. Contractors must appoint, in writing, a responsible person from their staff charged with ensuring that all their employees comply with the requirements of OHSA in all respects. In terms of section 37(2) of OHSA, contractors take full responsibility for their employees’ safety. A copy of the letter signed by the person accepting this responsibility must be provided to the school before the work commences.
iii. All work carried out by contractors must occur under the close supervision of competent employees of the contractor.
iv. The school will report to the Department of Employment and Labour any reportable accidents or machine failure relative to contractors, as required under OHSA. The contractor must report the incident to the school in writing, as required in terms of OHSA, and provide the school with a copy of the report contemplated in OHSA with regard to any such incident.
v. The contractor shall ensure that all tools and materials are kept under lock and key. The school is not responsible for the safety of the contractor’s employees and/or for the safekeeping of the contractor’s equipment.
vi. The contractor must provide its employees with all necessary PPC and ensure that it is worn in all areas so demarcated.
vii. Contractors must provide their own ladders, trestles, scaffolding, lifting tackle and tools, which must comply with the standards laid down in OHSA.

2.8 [bookmark: _Toc463441044][bookmark: _Toc463441556][bookmark: _Toc55474559][bookmark: _Toc228283911][bookmark: _Toc245862394][bookmark: _Toc246305663][bookmark: _Toc246311198][bookmark: _Toc246315639][bookmark: _Toc284933193][bookmark: _Toc284938017][bookmark: _Toc285091552]Allocation of duty to educators
a) In keeping with the requirements of chapter A, paragraph 3.1(i)(dd) of the Personnel Administrative Measures (PAM), all educators are expected to perform core duties. This includes being present at duty points to monitor learners in toilets, hallways, empty classrooms, at the school gates, on the school grounds as well as during scholar patrol.
b) [bookmark: _Toc245862395][bookmark: _Toc246305664][bookmark: _Toc246311199][bookmark: _Toc246315640][bookmark: _Toc284933194][bookmark: _Toc284938018][bookmark: _Toc285091553]A roster will be maintained to facilitate daily monitoring of areas around the school where any form of violence, bullying or substance abuse may take place.
c) [bookmark: _Toc245862396][bookmark: _Toc246305665][bookmark: _Toc246311200][bookmark: _Toc246315641][bookmark: _Toc284933195][bookmark: _Toc284938019][bookmark: _Toc285091554]Where applicable, an incident register (see Annexure F) must be maintained for purposes of reporting any safety-related matter as defined in the policy, as well as the actions taken. This should be filed in the principal’s office.



[bookmark: _Toc228283912]SECTION C – HEALTH

1. [bookmark: _Toc228283913]SMOKING AND VAPING
1.1. [bookmark: _Toc463440006][bookmark: _Toc463441057][bookmark: _Toc463441569]Objective
[bookmark: _Toc463440007][bookmark: _Toc463441058][bookmark: _Toc463441570]The school will provide a safe and healthy environment to all learners, educators and visitors to the school. The school environment will minimise the harmful effects of passive smoking. All educators shall be empowered with information to teach learners about the harmful effects of smoking on health.
1.2. [bookmark: _Toc463440008][bookmark: _Toc463441059][bookmark: _Toc463441571]Smoking by learners is strictly prohibited.
1.3. [bookmark: _Toc463440009][bookmark: _Toc463441060][bookmark: _Toc463441572]All learners found to be smoking or in possession of cigarettes and/or vaping equipment on the school premises will be dealt with in terms of the code of conduct.
1.4. Staff smoking outside the designated smoking area will be disciplined in terms of the school’s code of conduct for staff. Visitors smoking outside the designated smoking area will be requested to leave the school premises.
1.5. Smoking area
a) The smoking area must be located away from any school building.
b) [image: Smoking Area safety sign (DES01) | Safety Sign Online]The following sign must be clearly displayed:








c) Learners are not allowed to enter the smoking area.
d) Staff and adult visitors are only allowed to smoke in the designated smoking area.

2. [bookmark: _Toc228283914]ILLEGAL SUBSTANCES AND ALCOHOL
1. [bookmark: _Toc463440011][bookmark: _Toc463441062][bookmark: _Toc463441574]
2. 
2. 
2.1. The core policy principles relating to illegal substances and alcohol are:
a) prevention;
b) intervention/rehabilitation; and
c) sanction.

2.2. Rules
a) The use and possession of any illegal substance or alcohol is strictly prohibited on the school premises and/or at official school events.  
b) No staff member or learner may be intoxicated while at school or attending any official school event.
c) No staff member or learner may deal in and/or provide any illegal substances or alcohol at school and/or an official school event.
2.3. [bookmark: _Toc463440012][bookmark: _Toc463441063][bookmark: _Toc463441575]Prevention
[bookmark: _Toc463440013][bookmark: _Toc463441064][bookmark: _Toc463441576]Educators have a duty to inform learners and parents about the dangers of alcohol and drug abuse. Education programmes will be implemented to educate learners and their parents about this type of abuse and how to fight it. These programmes will include:
a) lessons in drug education, included in the Life Skills learning area;
b) involving governmental and non-governmental organisations specialising in drug education to augment the education provided by educators at school;
c) disseminating literature on alcohol and drug abuse and all its related problems and complications to parents and guardians; and
d) training educators on drug abuse and intervention strategies, including counselling.
2.4. [bookmark: _Toc463440014][bookmark: _Toc463441065][bookmark: _Toc463441577]Intervention
Learners who abuse alcohol and drugs will be treated with the necessary empathy. The school will assist learners with substance dependency problems through a programme of self-help and rehabilitation, taking into account the learner’s school and family history, cultural background, intellectual abilities and any other relevant information that could shed light on the possible reasons for the learner’s dependency. 

The school will implement this programme:
· with the full knowledge, consent and cooperation of the learner’s parents or guardians;
· while honouring the rights of the child, as contained in the principles of the United Nations Convention on the Rights of the Child; and
· while taking into account the safety of fellow learners as well as the school’s staff.

2.5. [bookmark: _Toc463440015][bookmark: _Toc463441066][bookmark: _Toc463441578]Sanction
a) Disciplinary measures as outlined in the school’s code of conduct will be taken against learners who abuse drugs at school or who attend school under the influence of alcohol and/or drugs. This also applies to any school event or excursion. These measures will be enforced particularly strictly against learners:
· who do not wish to be rehabilitated;
· whose parents are uncooperative and do not support the process, making it difficult to rehabilitate the learner; and
· who sell drugs at school. These learners will be summarily suspended and reported to SAPS.
b) Disciplinary action will be taken against staff who use drugs at school or who attend school under the influence of alcohol and/or drugs. In the case of illegal drugs, the matter will be reported to SAPS.
2.6. [bookmark: _Toc463440016][bookmark: _Toc463441067][bookmark: _Toc463441579]Searches
a) No staff member or learner may bring alcohol or illegal drugs onto the school premises or have these substances in their possession during a school activity.
b) The principal or an educator delegated by the principal may at random, either on the school premises or during a school activity at another venue, search any group of learners, or the property of a group of learners, for illegal drugs or alcohol if there is a reasonable suspicion that:
· alcohol or an illegal drug may be found; or
· one or more learners are in possession of alcohol or illegal drugs.
c) In the event of a body search, this may only be conducted:
· by the principal or a delegate, who must be of the same gender as the learner being searched; 
· in private; 
· in the presence of another educator of the same gender to serve as a witness and
· if the search does not extend to any body cavity.
d) Any alcohol or illegal drug that has been seized must be clearly and correctly labelled with the following particulars:
· The name of the learner in whose possession it was found
· The time and date of search and seizure
· An incident reference number
· The name of the person who searched the learner
· The name of the witness
e) The alcohol or illegal drug must be handed over immediately to SAPS for disposal.
2.7. [bookmark: _Toc463440017][bookmark: _Toc463441068][bookmark: _Toc463441580]Drug testing
a) Drug testing is an invasion of privacy. Therefore, the principal or a delegate would administer a urine or other non-invasive test to an individual or any group of learners only if there is a reasonable suspicion that such learners are using illegal drugs. 
b) Testing must be conducted in the following manner:
· The test must be carried out by a person of the same gender as the learner being tested.
· It must be done in private.
· An adult of the same gender as the learner must be present as a witness.
· The sample must be clearly labelled with full particulars, as set out in 2.6(d) above.
· The learner and parents must be informed of the result of the test as soon as it becomes available.
· Where the parents of the learner are not immediately contactable, they must be informed that a test has been conducted by no later than within one working day.

3. [bookmark: _Toc228283915]NUTRITION
Refer to name of school’s Nutrition Policy.

4. [bookmark: _Toc228283916]TEENAGE PREGNANCY
3. [bookmark: _Toc463440023][bookmark: _Toc463441074][bookmark: _Toc463441586]
4. 
4.1. Purpose 
The school’s objectives in advocating against and dealing with teenage pregnancy are: 
a) to reduce the risk of sexually transmitted infections and HIV/Aids as well as the impact of pregnancy on learners in general and girls in particular;
b) to encourage parents and guardians to teach their children healthy morals, talk about sex and sexuality, and guide them regarding sexual abstinence until marriage and faithfulness to their partners; and
c) to provide access to programmes offered by the non-governmental sector and the departments of Health and Social Development.

4.2. [bookmark: _Toc463440024][bookmark: _Toc463441075][bookmark: _Toc463441587]Underwritten principles
a) The right to basic education
b) Prevention by means of positive interventions rather than punishment
c) Providing learners with appropriate information about reproductive health matters to encourage responsible decision-making
d) Respect for the right to freedom of choice for both boys and girls, as well as respect for dignity of the individual
e) Support for learner-parents to complete their education in a manner that takes into account the health and welfare of the newborn child
f) Respect for cultural and family values by providing sufficient flexibility to allow for a range of options

4.3. [bookmark: _Toc463440025][bookmark: _Toc463441076][bookmark: _Toc463441588]Teenage pregnancy policy statement
Every educator should endeavour to teach learners to delay their involvement in sexual activity until marriage. Parents and guardians should be involved in the drafting of the school’s code of conduct to develop strategies to eliminate learner pregnancy.

4.4. [bookmark: _Toc463440026][bookmark: _Toc463441077][bookmark: _Toc463441589]For more, see name of school’s Teenage Pregnancy Policy.




4.1 
4.2 
4.3 


[bookmark: _Toc228283917]SECTION D – PROTECTION OF PERSONAL INFORMATION
Refer to the policy that deals with protection of personal information as defined in the POPI Act.
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[bookmark: _Toc245891639][bookmark: _Toc270930100][bookmark: _Toc228283918]    ANNEXURE A: GUIDELINES FOR THE HANDLING OF INCIDENTS

1. GENERAL
a) Actions by principal upon becoming aware of an incident
i. Assess the situation and decide on what action needs to be taken to bring the incident to an end. Consult with the School Safety Committee and IDSO, if necessary.
ii. Conduct a preliminary investigation to gather all the facts necessary to plan a course of action.
iii. Where learners are involved, call their parents to inform them of the incident and request them to come to the school. If necessary, keep the learners involved in the incident apart until their parents arrive. This should be done in a controlled manner, ensuring that the parties are closely monitored.
iv. A search for relevant evidence may have to be carried out at the scene of the incident. Be careful not to tamper with any evidence that may be used in a criminal case.
v. Call SAPS and a social worker for assistance if the situation warrants this.
vi. Inform the SBG chair.
b) Once all necessary and relevant evidence has been gathered, the principal must report the matter to the IDSO or, in the IDSO’s absence, the next available supervisor, on the very same day.
c) The IDSO must assess the type of support required by the school and inform the district director accordingly.
d) After assessing the situation, the district will call in the head office task team to provide support to the school, if necessary.
e) In the event of a serious injury or death of a learner or staff member, the following procedure must be followed:
i. The principal’s secretary will liaise between the different staff members to ensure that updates are communicated and that the various actions are taken concurrently. 
ii. The staff members trained in advanced first aid will administer the required first aid.
iii. The school’s administrative staff will contact the following institutions:
· Emergency services
· SAPS
· The district office
· The provincial education department
iv. Grounds staff must be mobilised to assist with cordoning off and securing the area, where applicable.
v. The security guard must manage gate entry/exit to allow easy access for emergency services.
vi. The deputy principal will contact the IDSO.
vii. The principal will contact the learner’s parents or the staff member’s next-of-kin.








	PROCEDURES IN THE EVENT OF DIFFERENT TYPES OF SCHOOL SAFETY BREACHES

	Breach
	Recommended actions to be taken by principal
	Legislation to consult

	Bomb threat
	· Evacuate learners and staff
· Report the matter to SAPS
· Ensure that bomb squad checks premises
· Record incident and report to DSSC
	· South African Schools Act 84 of 1996, as amended 
· Regulations for Safety Measures at Public Schools

	Dangerous weapons/drugs
	1. On suspicion that learners are in possession of a dangerous weapon/drugs:
· Learners may be searched by the principal or a delegate.
· The search must take place in a designated room, and privacy and confidentiality must be maintained.
· Males should conduct searches for males and females for females.
· Take a picture of any weapon found on the learner as evidence, and confiscate the weapon.
· Report the matter to SAPS and obtain a case number.
· Keep a proper record of the search (name of learner; date and time; name of person who searched the learner; name of witness, if any; details of the weapon/drug; case number).
· The principal must hand over the dangerous weapon/drug to SAPS and request a receipt from SAPS for the item handed over.
· Learners may be subjected to disciplinary proceedings if a dangerous object is found in their possession.
2. On suspicion that a member of the community is in possession of a dangerous weapon/drugs at the school, the principal must call in SAPS, while ensuring as far as is reasonably possible that the perpetrator do not cause harm to any learner, staff member or other visitor to the school.
	· South African Schools Act 84 of 1996, as amended
· Regulations for Safety Measures at Public Schools

	Accident
	1. Contact parents immediately and transport the injured person to a doctor/hospital, if necessary.
2. In the event that the parent cannot be contacted, contact the family doctor, relatives, etc.
3. Arrange for the learner to receive the relevant medical care.
4. In the event of spinal injury, the learner will be stabilised and handed over to an emergency specialist.
5. In the event of death, the matter must be reported immediately to SAPS, the parent, the district spokesperson and the district director.
	· South African Schools Act 84 of 1996, as amended 
· Regulations for Safety Measures at Public Schools

	Drugs
	1. The principal or delegate may at random administer a urine or other non-invasive test to any group of learners who are on fair and reasonable grounds suspected of using illegal drugs.
2. The learners may be subjected to such urine or other non-invasive test only under the conditions laid down in the Schools Act.
3. Inform the parents that a random test or search-and-seizure was done in respect of their child.
4. Inform the learner and parents of the result of the test as soon as it becomes available.
5. Subject learners to disciplinary proceedings if an illegal drug is found in their possession or their sample tests positive for an illegal drug.
6. Keep a proper record of the test (name of learner; date and time; name of person who administered the test; name of witness, if any; details of the drug; case number).
7. The principal must hand over the drug to SAPS and request a receipt from SAPS for the item.  
	· South African Schools Act 84 of 1996, as amended 
· Regulations for Safety Measures at Public Schools

	Violence (stabbing, shooting and gangsterism)
	· Ensure that the situation is stabilised.
· Ensure that the victim receives medical attention.
· Collect information from victim, perpetrator and witnesses.
· Report the matter to SAPS and take down a case number.
· Report the matter to the district.
· The principal will institute internal disciplinary procedures, and SAPS will institute criminal procedures.
	· South African Schools Act 84 of 1996, as amended
· Regulations for Safety Measures at Public Schools
· Criminal Procedure Second Amendment Act 85 of 1997
· Firearms Control Act 60 of 2000

	Sexual abuse 
	· The learner will need access to medication that can prevent HIV/Aids and other sexually transmitted diseases, as well as prophylaxis for other potential consequences such as pregnancy. (Covered by legislation and the Department of Health. The hospital or police must provide the victim with information regarding HIV tests and antiretrovirals. Services may not be refused and are free at government hospitals.)
· A case may be opened with the police. 
· There may still be forensic evidence available, such as semen, injuries and other material, which will assist with the criminal investigation.
· The learner may need medical attention and further examinations to deal with injuries and possible complications.
· The learner may need to be kept safe in the event of threats following the discovery of the abuse.

Follow procedures as set out in Annexures B or C below, depending on whether the incident took place external or internal to the school.
	Guidelines and Procedure for Dealing with Suspected and Confirmed Cases of Child Abuse, 2008




[bookmark: _Toc228283919]    ANNEXURE B: BASIC CHILD PROTECTION PROTOCOL IN THE EVENT OF ABUSE EXTERNAL TO SCHOOL

[image: ]


  
[bookmark: _Toc228283920]ANNEXURE C: PROCEDURE IN THE EVENT OF ABUSE INTERNAL TO SCHOOL 
[image: ]
[bookmark: _Toc228283921]ANNEXURE D: SCHOOL SAFETY ACTION PLAN

	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Name of school:
	_______________________________________
	District:
	________________________

	Physical address:
	_______________________________________
	Fax:
	________________________

	
	_______________________________________
	
	

	Telephone:
	_______________________________________
	
	

	Name of principal:
	_______________________________________
	Signature:
	________________________

	Name of SGB chair:
	_______________________________________
	Signature:
	________________________



	ACTIVITIES
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	BUDGET/COSTING
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[bookmark: _Toc245891640][bookmark: _Toc228283922]ANNEXURE E: SCHOOL REGISTER OF MISCONDUCT
	Name of school:
	_______________________________________
	District:
	________________________

	Physical address:
	_______________________________________
	Fax:
	________________________

	
	_______________________________________
	
	

	Telephone:
	_______________________________________
	
	

	Name of principal:
	_______________________________________
	Signature:
	________________________

	Name of SGB chair:
	_______________________________________
	Signature:
	________________________



	DATE
	NATURE OF MISCONDUCT
	NAME OF VICTIM
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	NAME OF PERPETRATOR
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	INCIDENT NUMBER
	CASE NUMBER
	PARENT/ GUARDIAN

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


[bookmark: _Toc245891641]  
[bookmark: _Toc228283923]ANNEXURE F: SCHOOL INCIDENT REPORT
	Name of school:
	_______________________________________
	District:
	________________________

	Physical address:
	_______________________________________
	Fax:
	________________________

	
	_______________________________________
	
	

	Telephone:
	_______________________________________
	
	

	Name of principal:
	_______________________________________
	Signature:
	________________________

	Name of SGB chair:
	_______________________________________
	Signature:
	________________________



	DATE
	TIME
	NAME OF VICTIM
	NAME OF PERPETRATOR
	WHAT HAPPENED?
	WHERE?
	INCIDENT NUMBER
	CASE NUMBER
	ACTION TAKEN

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	




[bookmark: _Toc228283924]ANNEXURE G: SCHOOL EMERGENCY PLAN
FIRE DRILL (a long, continuous ring)

1. Don’t panic.
2. Line learners up as quickly as possible. 
· Educators to take their class registers and cellphones with them, if possible.
· Close all windows, and close the door on the way out.
3. Proceed to the nearest playground, using the shortest route.

	Class 1
	JUNIOR PLAYGROUND
	Class 2
	SENIOR PLAYGROUND

	Class 3
	
	Class 5
	

	Class 4
	
	Class 9
	

	Class 6
	
	Class 11
	

	Class 7
	
	Class 12
	

	Class 8
	
	Therapists
	

	Class 10
	
	Deputy
	

	Office staff
	
	Art teacher
	

	Housekeeping staff
	
	Life Skills educator
	











4. One adult should walk in front of the class, and another behind. Where there is only one adult present, the adult should follow behind, after ensuring that all learners have vacated the classroom. 
5. Learners who are with therapists/other educators at the time should be taken to the nearest playground by such therapists/educators.
6. Classes gather in small groups on the playgrounds, at the assembly points.  
7. Educators/teaching assistants should go through the class register and establish whether all learners present at school that day are accounted for. (Where the educator does not have a class register, the educator/assistant must try and establish whether all learners are accounted for.) Report missing learners to the fire officer.
8. No one may leave the playground, unless instructed to do so by the fire officer.
9. Responsibilities
	WHO?
	RESPONSIBILITIES

	Office staff	

	· Contact emergency services on 101777 OR 112.
· Leave office doors and gates unlocked.
· Take first-aid kit to junior playground.
· Proceed to the junior playground as quickly as possible.

	Security guard

	· Open all gates to ensure easy access for the emergency services.
· Wait for the emergency services to arrive, and direct them. 

	Fire officer

	· Liaise with the emergency services upon their arrival.

	Nurse/housekeeping staff
	· Take first-aid kit to playground.
· Take key for junior playground exit onto 1st Street.

	Evacuation team

	· Ensure that routes to the assembly points are kept clear of obstructions. 



EVACUATION DRILL (repeated short rings)
In the event of riots or other threats from the street’s side

1. Don’t panic.
2. Follow procedures and evacuate as per the list below.
· Educators to take their class registers and cellphones with them, where possible.
· One adult must walk in front of the class and another should follow behind when classes are moved to different locations. Where there is only one adult present, the adult should follow behind after ensuring that all learners have vacated the classroom. 
3. Staff and learners should proceed to the following areas as quickly as possible:
	WHO?
	RESPONSIBILITIES
	VENUE

	Class 1
	STAY IN CLASS: LOCK PASSAGE DOOR AND PLAYGROUND GATE. LOCK CLASS 1 DOOR. LEARNERS TO SIT ON CARPET. CLOSE CURTAINS.  
	CLASSES

OCCUPATIONAL THERAPY (OT) GYM

HALL

COMPUTER ROOM

	Class 2
	LOCK FRONT CLASSROOM DOORS, PROCEED OUT BACK AND GO TO OT GYM. LOCK CLASSROOM DOOR BEHIND YOU.
	

	Class 3
	PROCEED TO HALL 
	

	Class 4
	PROCEED TO HALL 
	

	Class 5
	EXIT AND PROCEED TO OT GYM: PASS THROUGH MIDDLE TOILETS. LOCK BOTH TOILET GATES ONCE YOU HAVE PASSED THROUGH. 
	

	Class 6
	STAY IN CLASS: ENSURE THAT ENTRANCE GATE IS LOCKED. LOCK CLASSROOM DOOR, CLOSE WINDOWS, CLOSE CURTAINS, LEARNERS TO SIT ON FLOOR. 
	

	Class 7
	STAY IN CLASS: LOCK CLASSROOM DOOR. CLOSE WINDOWS, DRAW BLINDS, LEARNERS TO SIT ON THE FLOOR. 
	

	Class 8
	STAY IN CLASS: LOCK GOLDEN GATES, LOCK CLASSROOM DOOR AND CLOSE WINDOWS. LEARNERS SIT ON THE FLOOR, AWAY FROM THE DOOR. 
	

	Class 9
	PROCEED TO COMPUTER ROOM: LOCK CLASSROOM DOORS FACING PLAYGROUND, AS WELL AS WOODEN DOOR.
	

	Class 10
	PROCEED TO HALL
	

	Class 11
	STAY IN CLASS: LOCK BOTH CLASSROOM DOORS, CLOSE CURTAINS, AND IF NEEDED, SIT ON FLOOR SO AS NOT TO BE VISIBLE FROM OUTSIDE.
	

	Class 12
	PROCEED TO CLASS 12 KITCHEN: LOCK THE FRONT DOOR, BACK DOOR, KITCHEN DOOR AND STEEL GATE.  LEARNERS TO SIT ON FLOOR IN KITCHEN, AGAINST THE CUPBOARDS ON THE WINDOW’S SIDE, SO AS NOT TO BE VISIBLE FROM OUTSIDE.
	

	Life Skills class
	PROCEED TO HALL: LOCK GATE BETWEEN CLASS 2 AND CLASS 5 ONCE CLASS 5 AND LIFE SKILLS LEARNERS HAVE PASSED THROUGH THE GATE. DOUBLE-CHECK THAT CLASS 5 HAVE EVACUATED. 
	

	Art teacher 
	PROCEED TO HALL: LOCK ART ROOM DOOR FACING THE PLAYGROUND, AND THE ENTRANCE INTO THE HALL. LOCK STAGE DOOR.
	

	Therapists
	REMAIN IN OWN OFFICES: CLOSE WINDOWS. LOCK THERAPIST PASSAGE GATE, OFFICE DOORS AND OT GYM.
	

	H Loubser
	PROCEED TO COMPUTER ROOM: LOCK BOTH PASSAGE DOORS AND LOCK SELF AND CLASS 9 INTO COMPUTER ROOM.  
	

	Grounds staff/
other staff
	LOCK POTTERY ROOM GATE AND BACK OF HALL. 
	

	Nurse/ housekeeping staff
	LOCK KITCHEN DOOR, TAKE FIRST-AID KIT TO HALL.
	

	Bus drivers
	FIND CLOSEST VENUE TO SECURE YOURSELVES. ASSIST TEACHERS TO ESCORT LEARNERS TO DIFFERENT VENUES.  SUPPORT WITH LOCK-UP IF YOU ARE IN THE SAME AREA AS THE CLASS BUSY EVACUATING.
	

	Office staff
	· PRESS PANIC BUTTON. CONTACT THE EMERGENCY SERVICES ON 101777. 
· LOCK THE OFFICE DOOR, ENTRANCE GATE AND ADMIN PASSAGE DOORS, AND PROCEED TO THE HALL.
· TAKE CLASS AND STAFF REGISTERS AS WELL AS FIRST-AID KIT TO THE HALL.
· CHECK THAT ALL STAFF ARE PRESENT.
	HALL

	Security guard
	· PRESS PANIC BUTTON.
· CLOSE ENTRANCE AND EXIT GATES IN CAR PARK.
· LOCK ALL GATES LEADING TO PLAYGROUNDS.
· LOCK SELF IN THE SECURITY OFFICE. 
· OPEN GATES FOR THE EMERGENCY SERVICES. DIRECT THE EMERGENCY SERVICES. 
· WAIT FOR INSTRUCTIONS FROM POLICE OFFICER OR PRINCIPAL OF WHAT WE SHOULD DO.
	SECURITY GUARD OFFICE

	All
	· WAIT FOR SIGNAL (WHATSAPP) BEFORE YOU GO BACK TO NORMAL TEACHING.  
	

	Police officers 
	· WE WILL WAIT FOR THEIR INSTRUCTIONS SHOULD THE SITUATION BE DANGEROUS. 
	



4. Educators/class assistants must check the class register.
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PREGNANT OR BREASTFEEDING
WOMAN AND NON-SMOKERS.

FOR HELP TO QUIT PHONE (011) 720 3145
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Abused child under 18

Chronic more than 72 hours

Acute less than 72 hours

Medical emergency: HIV,
Pregnancy, STI's

Must report to SAPS
and/or Social Worker

Medical examination

Care and counselling

NOTE: Follow the same procedure for children over 18 but reporting is not compulsory; the child can decide
and must be assisted to report. The relationship of the alleged offender to the child is very important in the
decisions around case management.

Alleged offender within family

Alleged offender not within family

Medical examination a priority in
the first 72 hours

Must report to SAPS and/or
Social Worker

Ask child who they want in their
family to support them: Empower the
family to support the child

School: Teacher to whom disclosure was made to inform the principal. Principal to inform the designated
SBST members (2), SGB Chairperson and IDSO. The IDSO must inform CES: Elearning and curriculum support
programmes.

ict: To provide support to the principal and the victim.

NOTE: SAPS and/or Social Worker must decide whether the child must be removed or the offender arrested,
Social Worker to decide on any other intervention e.g. counselling, diversion, etc.
ALSO: The department of Health cannot refer the child/family away if they do not have a case number.





image5.emf
 

Knowledge/Suspicion of  abuse    

Alleged offender is  staff /SGB  m ember     Alleged offender is a  learner  

Principal to :      Advise   HR Provisioning Unit of  outcome and request temporary  educator      Notify SACE (de - registration)  

Inform principal  or  District Director (if  principal is suspect)  

Principal to inform IDSO  and SGB chairperson  

Guilty in hearing  

IDSO to inform :        District Director       L abour   U nit  who will  do  investigation and  hearing.  

Not guilty in  hearing  

Inform HR of   outcome  

Submission to :      ME C  for dismissal   (S t ate  employee )      SGB  for dismissal  (SGB  employee)  

Refer to  SAPS and/or Social  Worker   for external  diversion assessment  

SGB to conduct a  disciplinary hearin g  

If guilty:      Appropriate  sanction.      If serious  –   submission  to  District Director for  expulsion .  

Principal notify SACE  

NOTE : In alleged cases of incest parents do not have to be called in by the school .     School MUST fill in  and submit the relevant FORM and have police Case Number within 10 days and this must be  kept  confidentially on the school’s record.  
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